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RECORDS AND REPORTS OF WORK 

By J. W. Banckek, 
Assistant General Superintendent, Western Electric Company, Chicago. 

During the past few years the application of scientific analy- 
sis to the problem of industrial management has occupied the 
attention of many companies. This analysis has been largely 
directed to the solution of the problem as it was affected by the 
factors of materials, processes and equipment and while it has been 
recognized that the study of the human element is at least as 
important as the other elements involved, comparatively little 
analysis of this factor has been attempted in comparison with the 
thought and study directed to the others. It is evident from the 
articles written in the last two or three years and from the general 
interest now apparent that considerable thought is being given 
to the man problem and it is hoped that the description of employ- 
ment methods and records which follows may be of assistance to 
those interested. 

As many of the records of employes at work are those originated 
at the time of employment, it has seemed advisable to explain 
somewhat in detail the employment routine. While there are 
some minor differences between the methods and in the forms used 
in employing shop employes and office employes, for the sake of 
simplicity, this description will cover the methods and forms used 
in the employment of shop employes only. 

It was considered advisable in laying out the employment 
department to divide the applicants into four main divisions: 
shop men, shop women, office men and office women, and the layout 
of this department which follows shows how the arrangement of 
the department accomplishes the separation desired and also 
indicates the line of travel for each class of applicant. 

Records 

The Hiring of Employes 
When additional help is required by any department, a requisi- 
tion, form 256 GN, is sent by the department chief to the employ- 
ment department. 
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ENTRANCE 

Hfo* womw o»rlcc*Hti» 1M6AMIA 




CMPLOVMENT DEPT. 
western electric c0.imc. 

Floob Plan 



As rapidly as these forms are received they are sorted according to 
the general divisions specified above and added to lists which show 
the requirements of the works for each class of help. These lists are 
placed in the hands of the interviewers who are thereby informed as 
to the total requirements of the works for each class of help. 
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EMPLOYMENT DEPARTMENT . 101_ 

PROVIDE HELF> AS FOLLOW*: 



NUMBER 



VACANCY CAUSED BV 



} INCREASE IN PORCC ON ACCOUNT OF- 



APPMOVKOV SIONED SEC. FLOOR- 

1HN oowmh to «c imr to tnc mnormoiT ocmmtmcht 



Fokm 256 GN 

When the applicant applies personally he is first given a pre- 
liminary interview to determine his general fitness for any of the 
positions which are to be filled. If he seems to meet the require- 
ments or is a desirable prospective, he is requested to fill out an 
application blank, form 213 GN. 

After filling out this blank he returns to the interviewer who 
carefully scrutinizes the application blank and by questioning the 
applicant endeavors to determine his ability to fill the position 
which is vacant. 

On certain classes of skilled help it has been thought desirable 
to have the department head finally interview the applicant before 
assigning him to the position vacant and in these cases the applicant 
is sent to the department head with the application blank and form 
H. W. 1255 enclosed in the pass envelope, form H. W. 1405. 

By means of this pass envelope the applicant can be properly 
directed to the department by the police officers of the works. If 
the applicant is satisfactory to the department head he so indicates 
it on form H. W. 1255 and returns the applicant to the employment 
department with both forms in a sealed envelope. The approved 
applicant is then given a pass, form H. W. 87 and sent to 



Records and Reports of Work 



255 



NAME IN FULL_ 



FLAGS OF 0IHTN_ 



NAME OF SCHOOL. 



Western Electric, C ompany, 

APPLICATION FOR EMPLOYMENT 



NAME OF HIGH SCHOOL. _ 



OTHER EDUCATION OH YP.AININO_ 



NATIONALITY _ 



..TELEPHONE NO._ 



_PATE OF BI«TH_ 

fROM . , 

„ , mnM 



_om YOU GAADUATE»_ 
_DIO YOU ORADUATE*„ 



KINO OP WORK WANTED 

MAVt VOU ANY PHYSICAL OEFECTS?_ 



MOUNT OF WAGES OR SALARY «XPBCTBD»_ 



FORMER EMPLOYERS 



ClVt TMg HAMfS O* TM« F 


.;■:;•,:: ^ ""•""• 


sr; 


.r:: 


"i-"lov»o» 


OP LlVviHCt 


T. 


v,:cs5-.;;jSi 


1, LAST EMPLOYER 




















uuv mn vmi invrl , , _ , - . 






























wwv ntn vnu nivii ..,,,. 






























WHY OID YOU LEAVE* 






























vhy t»p yov ■"«« 











HAVE YOU EVER. SEEN EMPLOYCO »Y ANY TELEPHONE COMPANY. 
IF SO OJVE ITS NAM! AND AQPRKtta 

oats or entering, rrs sehviok , , , , 1 



HAVE YOU EVER SEEN CMPLOVED SV THE WESTERN ELECTRIC OOMPANYt„_ 

hays you any relatives in ths imflov of this company ., , , ... , , if sofr give namest. 

introduced to this company ■* 



.DATS OF LEAVING ITS SERVfCS_ 
_IF SO> """**» 



references (do not refer to relatives) 



NAME 


ADORES* 






























VACANCY. 


INCREASE; TEMPORARY* PERIOD EXPIRES 







RIA9 RUl.Ce ON OTHEB HOC 

Form 213 GN 
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WESTERN ELECTRIC COMPANY- Incorporated 



-.19 SENT in RC*PONM 



to you* ncauismoN for. 



HIM! nil. OUT •WANK, A* INDICATED. AND MTUNN TO EMPLOYMENT DEPARTMENT WITH APPLICANT. 
EMPLOYMENT DEPARTMENT, WW— . „-— —, ,,., — .,— — 



TO EMPLOYMENT OEPARTM£NT:~Cenc«>« «« maiio envuomJ 

APPLICANT ACCCPTCOAT ' ""I "°"" }"* «WO«T»BWOHK(D*ttL 



I VACANCY "1 

Mkmakint INCREASE 1 IN 
riMM«»B* INCREASE J "' 



THIS ADDITION 19 DUE TOl I>umakINT INCREASE } IN DEPT: NO: 



APPLICANT REJECTED ON ACCOUNT OF_ 



Form H. W. 1255 



the medical department where he is examined as to his physical 
fitness and a complete record of the physical conditions found is 
entered on form H. W. 3051 which is filed permanently in the 
medical department. 



N, W. IMS 



WESTERN ELECTRIC COMPANY , Incorporated 
EMPLOYMENT DEPT. 



Pass Bearer To 



MB — .. . -, ,, — Oept. No. 

MM. ___ OEPT. NO, 

mr. i — _ oept. No. 

Mit ■ . 1 i Oept. no. 

Form H. W. 1405 
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APPLICANTS PASS TO MEDICAL DEPT. 



•ENT TO MCOICAL DEPT* FOR PHYSICAL EXAMINATION 



DEPT, 1310 



•khmtvhc or wti w t 



REPORT 



EXAMINING PHYSICIAN 



Form H. W. 87 



The applicant is then sent back to the employment department 
with pass H. W. 87, indicating whether or not he has satisfactorily 
passed our physical requirements. If he has he is then given the 
pass coupon of form H. W. 5243, which specifies the date and the 
time on which he is to report to work. 



H W 90S*-* 



PHYSICAL EXAMINATION— MEN 



NAME 


CLOCK MO. 


•CPTy NO* 


ADORE31 


MARRIED 
SINOLC 


MC 


NATIONMITV 


OCCUPATION 


OATC 


CNPIOYCD 


MTC EXAMINE* 


MCPCMTO BT 



WHAT RtlEAK* NAVC YOV H**» 
MATURE 


OATC 


BOtUTIOH 


COMPLICATION* 








" 










WHAT INJURIES. ACCIDENT* OK OlfACICAt. ON 
MATURE 


■ RATION* NAVC VOW M 
MTt 


A0» 

Ml NATION 


REIULTN 











MttCUMATISM 



VCNCNCM. OIMAM 



TEMPERATURE 



INSPECTION *. 



PALPATIO*' Or MCAO*. NCck 



Form H. W. 3051-A 
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RIOHT 

VISION 


1" 1 


COIOH" SUM 




WEAR CUSSES 




I 


•l«MT 

MARINO 




icrr 


AWtCUlTATION 

LUNOS 


PERCUSSION 


iounbi 
HCART 


NMVTNM 


■IK 


BLOOD 

PRESSURE 


•VSTSL1C 


•tASTOUC 


PULSE PRfSSURC 


CKARACTCA Of 
PULSE 


CONDITION 


or HT(HIH 


INGUINAL Oft PERIORAL HERNIA 


CONOITION Of 1MOUMAL KINO* 


GENITO vamcoctil 

URINARY 

SYSTEM 


MVOROCCLC 


VARI«9*E VEINS 


CONDITION Or ASOOMINAk V^SCCM 






CXTJMEMeTIM 


JOINTS 


URINALYSIS 


INC. ORAVITY 


AkSVMCN 


SWOAN 


tttlttlHT ' 

. i 


MICROSCOPIC 


RURIIS 


THCMOHV 


ITCLLWA* 

6MCr>* 

pkmicho 


spins 


tUNH 


'REFLEXES 



■CANS ON DEFORMITIES 'ROM OPERATION, INJURY OR DISEASE 



CVISERCE Sf INIfCTIOVS DISEASE 



PHYSICALLY UMTIT REJECTER 



t WHINING PHYSJC.IAM 



Form H. W. 3051-A 
H W 5343-A (2*14) 

NEW EMPLOYEE'S PASS 

WATCHMAN, PASS 



CLOCK NO. 


NAME 


TO OEPT. NO. 


FLOOR 


SECTION 


NAME OP rOREMAN 


TO REPORT (DATE) 


A.M. 






P.M. 






EMPLOYMENT DEPARTMENT 


REPORTED 

A.M. 


DATE 




P.M. 


WATCHMAN 


NOTED 


NOTEO 


EMPLOYMENT DEPARTMENT 


PAY ROLL DEPARTMENT 



EMPLOYMENT APPROVED 



EXAMINING. PHYSICIAN 



PASSES REARER TO DEPARTMENT INDICATED IF PRESENTED ON THE DATE 

SPECIFIED. TO RE SURRENDERED TO THE FOREMAN'S CLERK 

IN EXCHANGE FOR EMPLOYEE'S ENTRANCE CARD, THEN 

FORWARDED TO THE EMPLOYMENT SEPT. NO. 10S8 

Form H. W. 5243-A 
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H W 5243-B 

NOTIFICATION OF NEW EMPLOYEE 



CLOCK NO. 


NAME 


TO DEPT. NO. 


FLOOR 


SECTION 


NAME OF FOREMAN 


TO REPORT (DATE) 


A.M. 






P.M. 






EMPLOYMENT DEPARTMENT 


CLASS OF LABOR (use 


STANDARD CLASSIFICATIONS PtR INSTR. A>3-r) 


HATE OF PAY 


VACANCY 
INCREASE 

«™ TEMPORARY 



SIGNED 

FOREMAN 

FOR HOURLY RATES: — rate shall be determined and this form for- 
warded TO EMPLOYMENT DEPARTMENT AS SOON AS POSSIBLE, IN NO 
CASE LATER THAN FOURTH WORKING DAY PRIOR TO PAY DAY. 

FOR WEEKLY RATES: — THIS form shall be forwarded to pay ROLL DEPART- 
MENT »Y SPECIAL MESSENGER AS SOON AS EMPLOYEE STARTS WORK. 

Form H. W. 5243-B 

He is also given in pamphlet form copies of the shop rules and the 
benefit fund plan. The second coupon of form H. W. 5243 is sent by 
the employment department to the department head to whom the 
new employe is to report, together with an employe's entrance card, 
form H. W. 1501 and identification card, form H. W. 411. 



No EMPLOvee will ac Allowed to Enter the 
Factory Without Showing His Card, 



WESTERN ELECTRIC COMPANY. 

INCORPORATED 



Employee's Card. 



Name,, 

Clock No. 

Signed'™ 



Deft. No- 



Form H. W. 1501-A 
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MW 1S01-A (l-ls) 

every tim* an employee oomii in oh goes out 
h* must register on th« olook. at noon every 
oni must register "out" within is minutes af- 
ter stopping time ano " in " not earlier than so 
minutes after stopping time. 

For each failure to register, a deduction op 
one-halp hour will be made prom employee's 

TIME. 

Any employee loaning his oaro to, or regis- 
tering FOR ANOTHER, WILL SE SUBJECT TO IMMEDI- 
ate discharge. 

This Oaro must be returned to the pay roll 
department when pinal pay is drawn. 

ip this oaro is lost, twenty-pi ve us) oents will 
se oeduoteo prom waoss due, 



SlONKIX. 



CMptoYre. 
Form H. W. 1501-A 



When the new employe reports for duty he presents the pass 
to the police officer who directs him to the department to which he 
has been assigned. Upon arrival in that department he reports to 
the department clerk who assigns him a clock number, gives him 
the entrance card, witnesses his signature on the identification card, 
provides him with locker space and then turns him over to the 
foreman or his assistant for assignment to work. The department 
clerk then forwards form H. W. 5243 to the pay roll department as 
a notification that the new employe has reported and has been 
assigned to work. 



H W 41 1 (KR*2T) 

EMPLOYEE'S IDENTIFICATION CARD 


THIS LINE FOR USE Of EMPLOYMENT DEPARTMENT ONLY 


SIGNATURE | Cl0c * H0 *«««» 


CATC OF SIRTH 


BIRTHPLACE 


OATE REPORTED FOR WORK 


signature witnessed 

oept. no. 




SIGNATURE ANO OTHER. DATA COMPARED 

EMPLOYMENT OE'T, 


REMARK* 





THIS FORM MUST EC SCNT TO THC CMPIOYMCNT DCFAHTMTHT As SOON AS 
NEW CMPIOYK KCFORTS FOE W0«K 



FOEM H. W. 411 
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Within four days the department head enters on the second 
coupon of form H. W. 5243 the new employe's rate of pay (which 
must be within standard rates set for the class of work to which he is 
assigned), signs it and sends it, together with the identification 
cards, form H. W. 411, to the employment department. The 
employment department, from the information on the application 
blank and form H. W. 5243 received from the department head, 
makes out an employe's rate card, 



H W 9 (6 

NAME (I 


is) 

* FULL) 






DATE OF BIRTH (MONTH. DAY AND YEAR) 


NATIONALITY 


ADDRESS V'NST. BRANCH ONLY) 


Manrieo 1 1 Single | J Vacancy | | Increase | | Temporary. Expire* 


EmCRCD 

On 
P«» Sou 


CLOCK NO. 


DEPARTMENT 


DATE 


RATE 




NAME 


NO. 




































Form H. W 


9-A 








[mm 

On 
f ai tail 


CLOCK NO. 


DEPARTMENT 


DATE 


RATE 




NAME 


NO. 










i 






































































Form H. W 


9-B 









form H. W. 9, which after being approved, in accordance with 
certain prescribed instructions, is sent to the pay roll department as 
a notification to enter the new employe on the pay roll. The employ- 
ment department checks the signature on the identification card 
with that on the application blank, forwarding the identification 
card to the cashier to be used in checking the signatures on pay 
receipts and sends out inquiries to the references given by the new 
employe on his application blank. The replies to these inquiries, 
the application blank, form H. W. 5243, medical department pass, 
and interview slip, form H. W. 1255, when it is used, are then filed 
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permanently in employe's folder, form 412 GN, on which is noted 
the employe's name, department and employment date. 



NAME 






Form 411 M 


0»TI 
EMPLOYED 


DEPARTMENT 


DATE Or 
LEAVING 






























Form 412 G. N. 







This folder is then filed alphabetically. 

Employment records are held indefinitely and in the employ- 
ment department are filed folders for all employes hired for the 
past five years, those for employes hired prior to that time being 
filed in a general record room. 

As soon as an employe has been assigned to work the depart- 
ment clerk originates record of attendance and earnings card, form 
H. W. 135, to which is posted each day the number of hours 
worked, it being indicated each day by means of a symbol whether 
or not the employe was late. At the end of the week the totals of 
the number of times late, the day work hours and piece work hours 
worked are entered, together with a record of the employe's pay 
which is obtained from the pay receipt. 

This is one of the most important records which we keep, show- 
ing as it does a complete record of the employe's punctuality, attend- 
ance and earnings, also showing his average and minimum earnings 
per hour for each month and for the six months' period. The data 
obtained from these cards is used at the semi-annual revision 
periods later referred to and is used continually by department 
heads and their superiors in watching the progress of the operators 
as indicated by their earnings. 

When the cards have been completely filled they are forwarded 
to the employment department and filed in the employe's folder 
with the other papers, a new card being started by the department 
clerk for the subsequent period. 
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Form H. W. 135-A 



Employe's Leaving Notice (reverse side) 



WEEK ENDING- 



HOURS O. W CHCCKED BY. 

P. W 



WEEK ENDING. 



HOURS D. W CHECKED BY. 

P. W 

RATS PER HOUR 



.AMOUNT. 



.CHECKED BY. 



TOTAL AMOUNT. 



_AMOUNT_ 



.CHECKED BY. 



TOTAL AMOUNT. 



Form 421 
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Record of Company Property Loaned 

For all company property loaned to employes for their use, 
such as keys, badges, tools, books, etc., record of company property 
loaned, form H. W. 5099, is made out and signed by the person re- 
ceiving the property. This card is filed in the pay roll department, 
and in the event of employe leaving, payment of final wages will 
not be made until all of this property has been returned and ac- 
counted for. 



H. W. 3099 (S-I4) 

RECORD OF COMPANY PROPERTY LOANED 

USE SEPARATE CARD FOR EACH ITEM LOANED 



DATE 


NAME 


CLOCK NO. 


DEFT. NO. 


CLASS OF BADGE 


BADGE NO. 


REQ. NO. 




KIND OF KEY 


KEY NO 


SET 




MISCELLANEOUS ITEMS 





IF THE ABOVE PROPERTY IS LOST OR CANNOT BE 
PRODUCED UPON DEMAND, I HEREBY AUTHORIZE THE WESTERN ELECTRIC 
COMPANY TO DEDUCT FROM MY WAGES THE SUM OF 



Fobm H. W. 5099 

Transfer of Employes between Departments 

When it is desirable for any reason to transfer an employe 
from one department to another the head of the department in 
which the employe works originates form H. W. 2214. 

Coupon B of this form is sent immediately to the payroll depart- 
ment as a preliminary notice that the transfer has been made and 
is held there as a check against the receipt of coupon A. The A 
coupon of this form is approved first by the department head 
making the transfer, then by the head of the department to which 
the employe is being transferred and finally by the superior of both 
department heads. It is then sent to the pay roll department 
where the necessary changes are made on the pay roll, after which it 
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is sent to the employment department and filed in the employe's 
folder. 



H W 2214-A (1-18) 

RECORD OF TRANSFER OF 


EMPLOYEE 


HAMS 


DATE 

or 

TRANSFER" 



MASON FOR TRANSFER 



TO 



CLOCK NO. 



VACA 
TRANSFE 



S C o Y p w R o B kD 'NQREASeQ 



TEMPORARY TRANSFER 

EXPIRES 



CHARACTER OF SCRVIOE 





GOOD 


FAIR 




WORK 








CONDUCT 








ABILITY 






WOULD YOU RE-EMPLOY? 



CLASS OP WORK 



DEPT. NO. 



APPROVED 



SECURE APPROVALS IN ACCORDANCE WITH Q.M.I. 30. lit AND FORWARD AT ONCE 
UNDER COVER TO PAY ROLL DEPARTMENT NO, S03S 



PRELIMINARY TRANSFER NOTICE-PAY ROLL RECORD 



CLOCK 
NO. 


NAME 


FROM 
DEPT. 
NO. 


TO 

DEPT. 

NO. 


DATE 

OF 

TRANSFER 







OEPT. NO. 




H. W. 2214-A RECEIVED IN PAY ROLL OEPT. 


PAY ROLL RECORDS CHANGED 


DATE 


HOUR 


DATE 














PAY ROLL CLERK 


COMPANY PROPERTY FILE CHECKED 


H. W. 22U-A SENT TO EMPLOYMENT DEPT. 


OATE 




DATE 












PAY ROLL CLERK 


PAY ROLL CLERK 



THIS PART TO BE SENT AT ONCE TO PAY ROLL DEPARTMENT NO. 8038 WHERE IT 
SHALL BE HELD UNTIL RECEIPT OF H. W. 2214-A 

Form H. W. 2214-A and B 



Re-rating Employes 

In order that the rates of employes may be maintained in 
accordance with the kind and quality of work performed by them 
or changed when their position or general class of work is changed, 
two methods are provided. By the first method the rate of pay 
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of every employe is considered at fixed semi-annual periods. The 
names are listed on form H. W. 304 which is self-explanatory and 
on which department heads make their recommendations for changes 
in rates. 



j4w 10**0 mnii 



SALARY PAY ROLL RATE REVISION SHEETS 



IHEITI) 



JANUARY 8, IStS 



(1) MR. 

FOLLOWINQ IS A LIST OP SALARIED IMFLOYEtl WHO REPORTED TO YOU ON TMC ABOVt OAT I. RtOOMMCNO SUCH OHANMO 
IN FAY Aft YOU CONSIDER JUSTIFIED. INCREASES TO TAKE EFFECT APRIL 9. 191«i DECREASES APRIL SO, ISIS. 

NOTE CAREFULLY THE RULES &IVBH IN INSTRUCTION NO. SO. 137. 

ERRORS ON. AND OMISSIONS FROM LIST MUST BE IMMEDIATELY REPORTED TO THC CHIEF OF THC PAY ROLL OCRARMENT. 

FOR TRANSFERS FROM ONC DEPARTMENT TO ANOTHER AFTER JANUARY 8, 1916. WO , CHANttg IS TQ it MAOK O N HB}T. BUT 
RC0OHMCNDAT1ONB MUST SC APPROVCO BY THC OHIEFS OF THC DEPARTMENTS LEFT AND ENTERED. 



MUST REACH <!) CHICF OF DIVISION! NO, 
<S> CHICF OF BRANOM! NO. 
(«l ASST. aCNLi SURIRINTCNDCNT, NO. 
(SI OMICF Or ACOOUNTINtt DIVISION, NO. 8025 
(6) B1CNCRAL SUPCRINTCNSCNT, NO. BOO! 



OLASS OF WORN 



KIOULM 
FHfllHT 



COMTIH'Ut 
SCRVIC* 
FRSM 

MO* VR. 



SY JANUARY. IS, 1SW 
SV FEBRUARY 1, tSIS 
•V FEBRUARY S, 1010 
■V FtBRUARV I2„10ie 
BY FCBRUARY IB, 1816 



ABOVE CHAMOIS RCCOMMENOCO 



w or BivmsF 



IW). OlML.fUFIHIHTSMDCHT 



THIS IB TO CIBTIFT THAT ABOVE 
KATIE (CHANOfD AND UHCHAHBttt) 
AONII WITH TMOII OH OMIOIHAL 
■ HIITS APPROVED IN tCCOMDMGI 

with a. ii • (a. h. u to. i»»). 



jCHItF OF OtOAHTM«MV 



CMIIF DFtAANCH 



' CCMMAL •UPSRMTSNDtMT 



Form H. W. 304 



After these recommendations have received the prescribed approval, 
the lists are sent to the pay roll department who make the authorizes 
changes on the pay roll. At this periodic revision the employe's 
record is carefully considered, it being required of the department 
head that he give good reasons, not only for such increases as are 
recommended, but also for not recommending increases in those 
cases where the rate has remained stationary for any length of time. 

Under certain conditions it is necessary to re-rate employes 
at other than the regular revision periods and for this purpose, a 
re-rating card, form H. W. 5286 has been provided. 

Such a re-rating is authorized in the case of a new employe when 
it is found that the starting rate is too low for the grade of work 
performed. In these cases a re-rating may be made within sixty 
days after date of hiring. A re-rating is also authorized in cases 
where an employe is changed from one class of work to another for 
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EMPLOYMENT 


DEPARTMENT NO. 6533 




DATE 

191 




PLEASE 


RE-RATE 


ClOCK No. 


NAME 


MOM 

pin 


TO 

pin 


DATE CMPIOYCO 


NCW RATE TO OATC FROM . 

191 


REASON 




SIGNED 




rOREMAN 


DCPT. NO 


APPROVED 


APPROVED 


APPROVCD 


APPROVEO 



FobmH.W.5286-A 

which the rate paid is different from that on which he has been 
working. This form is originated by the department head who 
sends the original to the employment department, retaining the 
duplicate as his record. The employment department obtains the 
employe's rate card from the pay roll department, inserts the new 
rate, obtains the necessary approvals, returns the rate card to the 
pay roll department and files the re-rating form in the employe's 
folder. 

Employes Leaving the Service of the Company 

When an employe wishes to leave of his own accord, or is to be 
laid off due to lack of work in his department, or is to be dismissed 
for inability to perform the work assigned to him, he is referred to the 
employment department for an interview. If it is found to be 
advisable to give him employment at other work for which there is 
a vacancy, arrangements are made for a regular transfer. If there 
is no other work available a record card is filled out by the inter- 
viewer giving the employe's name, address, department number and 
class of work. These are filed in the employment department and 
are used as preferred record of applicants in filling subsequent 
vacancies. If the employe cannot be used in any other department 
or is being dismissed for disciplinary reasons, the department head 
originates employe's leaving notice, form H. W. 421. 
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EX-EMPLOYEE'S RECORD 



TO EMPLOYMENT OEPT. NO. 



i_AST DAY WORKED 



REASON FOR LEAVING 


CHARACTER OP SERVICE 


REINSTATEMENT 




LEAVE OF 






GOOD 


FAIR 


UNSATISF'Y 


NO OBJECTION 




LAID OFF 




WORK 








DO NOT RE-EMPLOY 
FOR THIS DEPT. 
(FOR REASONS 

GIVEN B.ELOW'* 




OWN ACCORD 




CONDUCT 










SUSPENDED 




ABILITY 












UlbMIKIELO 




CLASS OF WORK PERFORMED 


DISCHARGED 




REMARKS (GIVE 


COMPLE 


IE INFORftATIO 


N CONCERNING REASON FOR LEAVING) 







-FOREMAN, DEPT. NO- 



THIS COUPON MUST BE DETACHED BY THE FOREMAN OR HEAO OF DEPARTMENT AND SENT AT 
ONCE UNDER COVER TO THE EMPLOYMENT DEPARTMENT 

EMPLOYEE'S LEAVING NOTICE 



TO PAY ROLL DEPT NO. 



TO CASHIER NO. 



LAST DAY WORKED 



USE THE FOLLOWING INFORMATION FOR CLOSING THE ACCOUNT OF:- 
CLOCK NO. NAME 



RETURNED 
DEDUCT FOR 



TOOL 8TOCKKEEPER 



BADGE RETURNEO 



LOCKER KEY RETURNEO 



DOOR KEY RETURNED 



PAY EMPLOYEE 



ON REG. PAYDAY 



ACCOUNT CLOSED 



PAY ROLL CLERK 



DROPPED FROM ROLL 



.FOREMAN, DEPT. NO_ 



PAY ROLL CLERK 



RATE CARD TO EMP. DEPT. 
DATE 



PAY ROLL CLERK 



AFTER PAVING EMPLOYEE CASHIER SHALL RETURN THIS COUPON TO PAY ROLL DEPARTMENT 

Form H. W. 421 1 



The upper coupon denoted "Ex-Employe's Record" after being 
filled out completely is detached and sent under sealed cover to the 
employment department where a notation is made on the cover 
of the employe's folder, form 412 GN, and the record filed per- 
manently in the folder. The lower coupon, designated as the 
"Leaving Notice" is filled out to show the employe's name, clock 

*For reverse side of this notice, see p. 263. 
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number and latest address, and is used first to clear up all indebted- 
ness of the employe for property which has been loaned to him. 
The employe is then sent to the pay roll department with this 
coupon where his account is closed and he is given a pay check 
for the amount of wages due which, after signing, he presents with 
the leaving notice to the cashier in exchange for the money due 
him. After payment has been made the cashier returns this 
coupon to the pay roll department, on receipt of which the employe's 
rate card is removed from the pay roll file and forwarded to the 
employment department where it is filed with the other records 
in the employe's folder. 

In addition to the various forms described above which are 
filed in the employe's folder, complete detailed reports of all acci- 
dents, the papers in connection with all benefit payments under our 
benefit plan, special investigations, notices of salary garnishment, 
etc., are all finally sent to the employment department and filed in 
the employe's folder. 

All of the employe's folders are filed alphabetically in locked 
cabinets and can only be sent out of the department to certain 
designated officials. When necessary to send these folders out of 
the department, form H. W. 3172 is inserted in their place. 



«,w> >'H1"I 



THIS FOLDER IS 
OUT 

DO NOT REMOVE THIS CARD 



NAME 



DATE 



THIS CARD MUST BE FILLED OUT AND PUT INTO FILE 
WHENEVER A FOLDER IS REMOVED FROM THE LIVE OR 
DEAD FILES 

Form H. W. 3172 
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Reports 

Reports are of value in showing general conditions and ten- 
dencies. In developing the reports issued by the employment 
department we have endeavored to have them show the volume 
of work handled and the turnover and stability of the force. The 
forms shown below are those of reports issued regularly and in order 
that the figures may be comparable as between months the data 
is filled in each month on a tracing containing the figures for the 
previous months and blueprint copies made and distributed to those 
interested. 

V«it«rn Sleotrle Company, ino.» Standard laport Ho* m0-428.t 

Ereployraent Denartntnt. 

REPORT OP WORK IK SttPLOYMEHT DE PARTKEaT. 

affittfik -ftp. \o pao» Total for Tea*. 

Men. Women. Total . 

applicants Interviewed 

Bnployad 
Mm 

Reinstatement a 

Total 

Did not Report for Doty 

Vat Addition to Pay Roll (1) 

Left Bnployment 
Left Own Accord 
Laid Off Lack of Work 
Suspended 
Dimtlaeed 
Discharged 
Deoeaied 
Leave of Absence 
Pensioned 
Total (2) 

Sew Gain on Pay Roll (l-2t 

% Met Cain to Jiet Addition 

% Reinstatements to Bet Addition 

Transform between Departraente 

Report M-428.8 

Report M-428.8 is of value in showing the net gain on the pay- 
roll in relation to the total number of employes, also the number of 
reinstatements and the percentage of such reinstatements to the 
total number employed. These reinstatements cover employes who 
have previously left the service of the company and have been 
reemployed. The report is also of value in showing an analysis of 
the employes leaving the service of the company by the general 
classifications which we use. This information is tabulated from 
the leaving notices, form H. W. 421, previously referred to. 
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Watero Eleotrlo Company, dor, Standard Seport (a. ».«5T J 

EBployaeat EepertMat, ""' •"I™" •»» »-««.» 



micro o? smtice or iam.oqs3 ififfnft- 



fotal 

for 



o-2 nam ibi* 

2-« • 



»-»» » 
1-1 years 

** » 

6^19 • 

ot« 10» 

total tearing. 
Total on Soil* 
J watlng. 



Report M-857.2 

Report M-857.2 is an analysis of the length of service of 
employes leaving the company. The report as regularly issued 
is made up to show an analysis covering the works as a whole, and 
also by the main divisions of the organization. In addition to the 
regular reports special reports of the same general character are 
made up from time to time for the purpose of studying conditions 
in particular departments. 

(re-etern/Electrfc Company* Idc.t standard Report No.i-857'.l 

Clerical Branch. January 1.' 1916. 

LEKOTB OF SERV ICE 0? EMPLOYEES. 
Baaed on Pay Rolls of January let* 

Production Branch, Operating Branch. rote,!. 

Men. Women. Men. Wo-nen. Men. SflfflejU 

ETa m- i. E£. <t- t!a.. i, m- i u- I 



Lencth of s«rvle«. 


Clerical Branch. 
.Mgn. ffomeo. 


1 Month 




S « 

op to 

21 months 




}JU» 




a • 





Report A-857.1 
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Report A-857.1 is issued annually and shows the length of 
service of all employes on the pay rolls as of January 1 . As indicated 
on the report, it shows the number of employes and the percentages 
to total number of employes for each of the periods indicated for the 
main divisions of the organization and the works as a whole. 



THE EFFECT OF MOTION STUDY UPON THE WORKERS 

By Frank B. Gilbreth, Mem. A. S. M. E., 
Consulting Management Engineer 

and 
Lillian M. Gilbreth, Ph.D. 

Motion study makes all activity interesting. While, at first 
thought, this fact may not seem of great importance, in reality it 
is the cause of many of the far-reaching results obtained through 
motion study. Motion study consists of analyzing an activity 
into its smallest possible elements, and from the results synthe- 
sizing a method of performing the activity that shall be more effi- 
cient, — the word "efficient" being used in its highest sense. 

The process of motion study is such as to interest the worker. 
While undoubtedly some success could be made of motion study 
through a trained observer merely watching the worker, we find 
it of utmost importance and mutually advantageous from every 
standpoint, to gain the full and hearty cooperation of the worker 
at once, and to enlist him as a co-worker in the motion study from 
the moment the first investigation is made. Our methods of mak- 
ing motion study are by the use of the micromotion, simultaneous 
motion cycle chart, and chronocyclegraph methods. All make 
it imperative that the worker shall understand what is being done 
and why, and make it most profitable to every one that the worker 
shall be able, as well as willing, to help in the work of obtaining 
methods of least waste by means of motion study. While the pro- 
cess of making motion and time studies through the use of the 
cinematograph, the microchronometer and the cross-sectioned 
screen have been so reduced in cost as to make them indispensable 



